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OneDrive Overview
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OneDrive Gateway to Collaboration

Access 0365 Online Apps Distribute Data
- Word Online - Sharing

- Excel Online ‘ - Download
- PowerPoint Online - NO need for VPN

Online
‘in the Cloud’

OneDrive OneDrive Cloud and OneDrive for

‘\Businesss are regularly
Gateway to Collaboration .
synchronizing
Consolidate Data d

- ‘C, 'V, ‘T drives
- Other lettered drives
- Data on shared drives
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On the desktop
‘OneDrive for Business’
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OneDrive is a cloud based mass storage facility for staff specific data. Items found in
desktop ‘C’ and server based ‘U’ and ‘T’ drives are what should be placed in OneDrive




OneDrive OneDrive cloud — OneDrive for Business

General:
OneDrive is actually two products, One element is in the cloud (OneDrive cloud), and
the other element (OneDrive for Business), is on your desktop. They work with each

other to help to manage the user experience while keeping all the data synchronized.

It provides a great deal of storage (1 TB) which can be shared and accessed from
basical Iy anywhere. (although OneDrive online is only accessible if one has Internet connectivity) .

When you place or update a file in either OneDrive cloud or OneDrive for Business
the data will be synchronized with the other automatically

Accessing OneDrive:
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Online: Desktop: (OneDrive for Business)

-
®

BN O CE 265
.

-

Use desktop Icon to launch Office 365 Accessed from the desktop
OneDrive online is accessible from there like a file folder




OneDrive Data Migration

Staff Private Storage
Shared drive

Source Location

Convert files with old formats
@ OneDrive

Convert to Compatible

DOC Formats DOCX

Word
Excel

Tool

Select the data
which is most
useful. PPT

PPTX PowerPoint
ONLINE

Generally less
than a year since
last access

SharePoint Team Site

@ One Of the key Departmv;;eam Site

activities in the data
@ migration is
determining what
data should move

i Sub-Site - A ub-Site -
@ and into what form Sub-Sie -B
and in what location __—"

Lib -1 Lib -2 Lib -1 Lib -2

Migrating data from current locations into Office 365 depends on the use of the data.
Also older 3 character file extensions need to be converted to the 4 character versions
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OneDrive for Business
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OneDrive for Business Starting OneDrive

Use desktop
icon to launch
OneDrive for

H:,lmhho&--mmﬁu—n .|~.I;..~ )

Fle E01 Vew foch Hep

BOCTIHN- DT 40 - 006 Q0040
8 X0 @ Oriebrive - Montgomery County Goven.

Orpenae ®  oude My T ST ew folowr Oy B}
2 & Frey ka s Y
.
Business o s s

#» Aspicaton Dws
& Lrythng e

By Comacyy é

# Covkes p H”‘
[

doung 3. Cfce W5 Team

R Downicss S
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It opens the ? ¢ AP ' a 1E "9 u'Q
OneDrive for

Business
folder

Note: When you drag files from the desktop into OneDrive for Business they
are moved and not copied and synching will begin with OneDrive online
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OneDrive cloud Starting OneDrive from Office 365

Use desktop
icon to launch
Office 365

[ heps: path/mail D= @ B il - Offce 35 Test- Outl,
ile  Edit View Favortes Took Help
5 B ¥ ThenTable7-17-15 B Office of Emesgency Man... [ Home - IntraneiDedd [ Department of Technalog... ¥ Lynda.com & 5CC1 4 Breaki TopSto... E) Hezdines .. 2] Viek theMontgo... [ CHM.com - Beaking New... 1 Web Stakeholders Group
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Opens Office
365 home
screen (OWA)




OneDrive cloud Selecting OneDrive from Office 365

aﬂ https://outiook office365.com/owa/Trealm=montgomerycountymd.govEpath=/mail P-ac Bﬂ Mail - Office 365 Test - Qutl... %

File Edit View Favorites Tools Help

[ m If Then Table 7-17-15 m Office of Emergency Man, @ Lynda.com a SCCM Reports8-15 . Breaking News & Top Sto. a Breaking Mews Headlines .. é:] Welcome te the Montgo.., m CMM.com - Breaking New... ﬂﬂ Web Stakeholders Group

@ Home - IntranetDevl @ Department of Technolos

Word Online Excel Online

PowerPoint OneNote
Online Online Newsfeed
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We didn't find anything to

A Groups s new show here. Select an item to read.

R Staff then selects the tiles
foe the OneDrive tile

Groups bring people together. Join a K when you sign in

group or create one.

Office 365 — Transition




OneDrive cloud Home Screen

% Files - OneDrive

(] \ & https://mcgov-my.sharepoint.com/persenal/freyj_ montgomerycountymd_gov/_layouts/15/onedrive.aspx Q% 0
i Apps B Office 365 Servic: & TechSmith | Screc [ News & Lynda # NBC News - Brez [l CNN - Breaking | [ CMS Content Mz [l 25 Mistakes to A 4 Official Ferrari we @8 Time-portrayed - [ New Tab [3 0365 Home O I » | (1 Other bookmarks

Office 365 OneDrive

2 Search + New ~ T Upload ~ &2 Sync I= Sort =5) ®
-
Frey, Jon S. FI|€S
Files
v T Name Modified Modified By File Size Sharing
Recent
. Ell Admin 42 minutes ago Frey, Jon S A Shared

Shared with me

. Ell Everything else September 27 Frey, lon S & Shared
Discover ything
Recyde bin &l Holding September 8 Frey, Jon S, &£ Shared

ing 7- July 21 Frey, Jon S &

Groups + Efl Holding 7-16 uly rey, Jon Shared
G3 Batch-47 el Office 365 Team 41 minutes ago Frey, Jon S, A Shared
n _G3 Batch-45 @ Jon @ OneDrive - Montgomery County Government Septembe Frey, Jon S, &£ Shared
n _G3 Batch-44
n 3 Batch-41 Drag files here to upload

H OneDrive online
Home Page View

Get the OneDrive apps

Return to classic OneDrive

10/25/2016

Note: When staff logs onto OneDrive for the first time there
will be no files or folders displayed.
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Saving data to OneDrive
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Save As — OneDrive online
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Save As Selecting OneDrive

Documentl - Word Frey, JonS, 7 = o X

Save As

New =
- (]
G G OneDrive - Montgomery County... h OneDrive - Montgomery County Government E
Freyl@MentgomeryCountyMD.gav Enter file name here ()
S e i County G Word Document (*.doc) | &2 5
_ ites - Mgntgomery County Gove.. Wore ootion

et ® Frey) @MorftgomeryCountyMD.gov g
Print . 5
& OneDriv Name Date modified [3)
Share c
o Admin 10/25/2016 1120 AM o

Export ’:':C' Other Locations |
. Everything else 9/30/2016 2:04 PM go
Close = - —
. ‘] ThisPC &=
’ Holding 10/25/2016 11:20 AM =
Accoun (a]
+ GECRS Holding 7-16 10/25/2016 11:19 AM <
Feedback 9
)
Gomimr Brows Office 365 Team 10/25/2016 11:19 AM ‘©
Options =
. ©
@ | Documentdock 10/25/2016 450 PM =

|
LN
. -
First you would select o
o
. =
OneDrive - : =
You will see the O

Montgomery County contents of the

OneDrive

oiﬁamxﬂ E 9 NI @ W 7= B © o &t Mo
1)

Government.




Save As Selecting OneDrive

Documentl - Word Frey, JonS. 7 = X

Save As

New 5
Open ﬁ OneDrive - Montgomery County.. OneDrive - Montgomery County Government g
Frey)@MontgomeryCountyMD.gov ‘ Test File'N | >
S ‘Wnrd Docyment (*.docx) - | ‘ P/ S‘ave ‘ o
@ Sites - Montgomery County Gove.. oo v g
Save As Frey)@MontgomeryCountyMD.gov =
()
Print Q
ﬁ OneDrive Name 1 Date modified c
Share o

ey Admin 10725/2016/11:20 AM I
Export HG—% Other Web Locations %D
Everything else 9/30/2046 2:04 PM v
Close (]
F:I This PC & =

(e
Holding 10/26/2016 11:20 AM oM
Account g
Add a Place . =
Holding 7-16 0/25/2016 11:13 AM )
Feedback %)
=
Options TG Office 365 Team 10/25/2016 11:19 AM lf_g
A

Document.docx 10/25/2016 4:50 PM |
LN
(o}
(99}
(]
.2
You name and Save the file £
o

S40PM |
10/25/2016

DS gy 2 M D
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Uploading data to
OneDrive Cloud

>
L —
9]
>
o
)
>
=
o
@
c
o
|
0o
c
=
@
‘=
e
c
iel
=
(%]
c
©
—
|_

365 —

Office

 \
=
(92}

—




OneDrive cloud Uploading Data

ycountymd_gov/Documents/Forms/All.aspx P-ad @ OneDrive for Business

File Edit View Favorites Tools Help
- E If Then Table 7-17-15 @ Office of Emergency Man... @ Home - IntranetDevl m Department of Technolog... @ Lynda.com a SCCM Reports8-15 4% Breaking News & Top Sto... a Breaking News Headlines ... awEI(ﬂmEtﬂthEMﬂﬂth‘.. m CNN.com - Breaking New... Eﬂ Web Stakeholders Group

# Office365 = OneDrive

OneDrive @ Montgomery County Government

Documents

p search OneDrive

Documents

Recent
Shared with me Welcome to OneDrive @ Montgemery County Gevernment, the place to store, sync, and share your work. Documents are private until shared. Learn more here, Dismiss

Followed
@New A Upload c Sync Qshare  More v
Site folders

Recycle bin v D Name Modified Sharing Modified By

.« August 18 8 Onlyyou M Office 365 Test %

VGroups TO Copy a file tO .. December1,2014 &% Shared W Office 365 Test
OneDrive select it on

. August 18 8 Onlyyou M Office 365 Test

. June 16 B onlyyou M Office 365 Test

the deSktop and drag . April 22, 2014 B Onlyyou M Office 365 Test

. April 4, 2014 8 Onlyyou M Office 365 Test

to t h is a rea « June 10 8 Onlyyou m Office 365 Test

¥ Microsoft Office 365 TOMG Briefing (11-18-14)(FinalFinal) .  May1 8 Onlyyou M Office 365 Test

0365Test Dot 6-16-15 w June 16 8 Onlyyou MW Office 365 Test

¥ 0D for Bus synch «« Mondayat724AM @ Onlyyou M Office 365 Test
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@ Presentation w Mondayat723AM 8 Onlyyou M Office 365 Test

Drag files here to upload

Note:
To upload data in folders, first create a folder in OneDrive,
Then select all files in current folder and drag to the
OneDrive folder and the files will be copied

BE ¢ @M vl v« @G E TN
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Opening files from OneDrive
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OneDrive Opening Files

- Test document-2 2:5:15 - Word T -8 X
©

@) ofce365Test » [
Open Open K& Open

New

@ Recent Prese Open

@ — Recent Documents

0 * Test document-2 2-5-15
OneDrve - Mentgamery County Government

Save Sites - Mantgo Sites - Mont RS Sites - Mantgomery County .
Government Govenment Government a | Test document 2-3-13
Save A OneDrive - Montgomery County Government
OneDrive - Mo OneDrive - OneDrive - Montgomery County .
pi a Government a Government ) Government F | I es can b (S
Shar
& OneDrive & OneDrive & OneDrive (0] p ene d frO m
Export .
either
Close ‘1 Computer ‘] Computer ‘] Computer
- h OneDrive,
Account Add a Place Account Add a Place [ Add a Place
+ + + the
Options Options Options

computer or
another
location.
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Recover Unsaved Documents

e D0 JENe D0 deEe e




OneDrive Opening Files

Documentl - Word Frey,JonS. 7 = u] X
Info O ;
pen g
New E
. ()
Open @ Recent Pinned 8
SR ﬁ E-Discovery Thoughtsl 6-10-2016.docx 6/10/2016 525 PM X o
Save =| C:» Users » Frey) » OneDrive - Montgomery County Government S
08 Shared with o= G3 Transition Project Nightly Batch Schedule.docx . =
ya  Shared with Me Ject Nightly o82016139PM ¥ I b
Save As - ﬂ, mcgov.sharepoint.com » teams » dts » G3tran » Shared Document... VK ) F I e S Ca n e %
; a— Office 365 Team - Write-up 9-16.docx S
Print ) :1 10/3/20161030AM ¥ d f
& OneDrive - Montgomery County.. m= Desktop (0] p ene rom Cl)
sh, Frey)@MontgomeryCountyMDs v . X
are taff Guidance for transtions(5-2016).docx 8/16/2016 10:43 AM ¥ 0 o0
megov.sharepoint.com 1an » Reference » Batch... e |t er <
Export E]> Sites - Montgomery County Gove.. S |
Frey/@MontgomeryCountyMD.gov —
Close ﬂE‘ Document.docx 10/25/2016 449 PM O ne D rive ) foa)
r mcgov-my.sharepoint.com » personal » freyj_montgomerycounty... =
7B OneDrive h o
Account m Anna nme'docx. ‘ 10/25/2016 1059 AM t S 9=
- =| mcgov-my.sharepoint.com » personal » freyj montgomerycounty... B
Ay § c
(5 Other Web Locaios Vestrcay computer or &
= (=
. 10/24/2016 4:14 PM h
Optio
ptions ﬁ; This PC Mly Documents ; ; a n Ot e r I
Planet Engagement - Update 19-24-16. docx 10/24/2016 317 P . £
+ mcgov.sharepoint.com » teams » Office365Services » admin » Sha... I O C a t I 0 n oM
Add a Place = - -24- .
ﬂgl Planet Engagement - Update 10 24 16.docx 10/24/2016 10:16 AM 8
mcgov.sharepoint.com » teams » Office3655ervices » admin » Sha... =
= 09 ‘ —
Browse ﬂEI Technical |de§s Planet version (Becoverefi).docx . 10/24/2016 1007 AM @)
mcgov.sharepoint.com » teams » Office3655ervices » admin » Sha...
Last Week
= Technical ideas Planet version.docx
mjl mcgov.sharepoint.com » teams » Office365Services » admin » Sha... LUl bl %
a— dots.docx ;
mz Desktep » General 10/21/2016 10:30 AM
n=_1 Planet Enagement Items Updat_e.docx _ . 10/21/2016 1025 AM
=| mcgov.sharepoint.com » teams » Office3655ervices » admin » Sha... =

Recover Unsaved Documents

1 o - :11 PM
2 ¢ QM il a6 O v T TIN T




OneDrive Opening Files

Document.docx - Word Frey, JonS. 7 = X

©

Open i
New E
OneDrive - Montgomery County Government Staff se I ects 2
Open Recent o
1 (]
s , - OneDrive s
9.5, Shared with Me =
Save As (" o %
Adprri 10/25/2016 11:20 AM c
Print . (@)

& OneDriv(y- Montgomery Cetirity... : )
T Frey)@MontgomeryCountyMD.gov Everything else 9/30/2016 2:04 PM Q|D
| =
Export @ Sites - Montgomery County Gove... Holding 10/25/2016 11:20 AM o
7 Frey]@MontgomeryCountyMD.gov e
Gz Holding 7-16 10/25/2016 11:19 AM £
c
ﬁ OneDrive [e)
i Office 365 Team 10/25/2016 11:19 AM =
E% Other Web Locati X =
Feedback g Other Web Locations Document.docx 10/25/2016 450 PM ©
|_

Options

st F:l This PC [
L I-n
(o}
+ Add a Place 2
.2
&=
Browse o

Staff would then select the file you
wished to open

T ¢ o BT vi Moz WE M 8 9 g L= TR PN S -




OneDrive Opening Files

& - Document.docx - Word

Insert Design Layout References

En — — L= —_— i -
[ Calibri Body ~[11 - A" A Aa~ f I=-i=-%n- &35 B T |aaphcend| Asebcedd AgBhCc AaBbCel AaB AaBbCcD AaBbCcDd AaBbCeDd AoBbCcDd AaBbCeDe AaBbCcDd _,,p::lm
y -
= * Format Painter B 1 U T X < A-¥-A-E== =- | L-H- 1Normal | TNo Spac.. Headingl Heading 2 Title Subtitle  Subtle Em.. Emphasis IntenseE.  Strong Quote <) [y Sefect -
Clipboard o Font n Paragraph = Styles fa Editing A
Test document
Once
selected
from
5
OneDirive,
5 5
the file is
opened

Pagelofll 2words [J% m w5 - 1 + T0%
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OneDrive - Selective Synch
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OneDrive Selective Synch

Selective Synch is a OneDrive capability that manages
which folders and files are synchronized between
OneDrive cloud and OneDrive for Business.

v OneDrive cloud will always hold ALL files as it has (1 TB).
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OneDrive Selective Synch

5l ol |+ Frey, JonS. » OneDrive - Montgomery County Govemment b

. File Edit View Tools Help

Organize * Include in library = Share with Mew folder 5=
4 R Frey, Jons. *  MName B Date modified Type Size
» b AppData % . i
S 2. Admin 10/25/2016 11:20 .. File folder
Aol & Everything el 9/30/2016 204 PM  File fold
verything else ! ile foldg
B Contacts rything d ‘
) - & Holding 10/25/2016 11:20 .. File fol
» @ Cookit Expand Holdi 10775 13 .
» O & ing 7-16 10/25/2016 11:19 . File fol Th h f Id
) A | Open in new window 2. Office 365 Team 10/25/2016 11:19 .. File fol e n C O O S e O e rs
b Favori & View online B4A%C9593-D756-4E56-BD6E-42412F 247078 10/25/2016 $15 A B45C9] .
P V0T :
L IntelG Choase QneDrive folders to sync <— i 9/22/2016 1058 A Inteme yO u WIS h to Syn C h
ntelGy

i Links Share with L

B oo PR options

& Combine supported files in Acrobat...

b logs
5 1 MyDa Include in library »
b MyDg Send to »
b MyM cut

» & MyPigd Copy
B MyVic  pejete
b @ NetHg Rename

L. Newft New '
OneDy
. : Properties
b 2o OneD gy Ty
bl Dri iness - Unsynced Changes
). ostfile

Office 365 — Transition Briefing — OneDrive Overview

» @ PrintHood
e e First staff would right
tpes click the

» [l SharePoint .
§-guivi OneDrive -

v oh. Templates

) | 7 items Montgomery County
2 ¢ "8 Government.



OneDrive Selective Synch

: File Edit View Tools Help

Organize = Include in library = Share with New felder =~ 0 ;
R Frey, Jon 5. * Mame : Date modified Type Size @
\. AppData L - c
. 2. Admin 10v25/2016 11:20 .. File folder el
#. Application Data . ) ) Q
& Everything else 9/30/2016 204 PM  File folder S
B Contacts
) &. Holding 10/25/2016 11:20 .. File folder @)
@ Cookies
4. Holding 7-16 10/25/2016 11:19 .. File folder (<%
I Desktop : o >
Ve 2. Office 365 Team 10/25/2016 11:19 .. File folder e
B49C9593-D756-4E56-8D6E-42412F2AT07B 10/25/2016 15 A B49(9593-D756-4.. . . r - ()]
ks Favorites ' ’ ’ Sync your OneDrive files to this PC )
. § & Jon @ OneDrive - Montgomery County Govemn..  9/22/2016 10658 A Internet Shortcut c
& IntelGraphicsProfiles The files you sync will take up space on this PC @)
B Links
A Local Settings - Sync all files and folders in my OneDrive - Montgomery County I
. logs - Government go
[\ My Documents Sync only these folders ©
#| My Documents [¥]._] Fies not in o folder (0.1 K8} -
& My Music [N > (] |y Admin (281.0 kB) £
£ My Pictures E b [¥] | Everything else (189.0 KE) g
B My Videos i+ ¥ |y Holdng (1.4 M8) =
A NetHood 4 -P Ly Holding 7-16 (119 G8) o
L New folder b [¥] |y Office 365 Team (1.9 M8) %
& OneDrive I:
. OneDrive - Montgomery County |
| OmeDrive for Business — Unsynced Changes L
L. ostfile O
#. PrintHood m
[ Recent Selected: 11.9 8 8
by Saved Games . Remaining space on C: 3224 GB E
b seachs Staff would then see the list S

#. SendTo
B SharePoint
#. Start Menu

of folders which they can
]" - select to either sync or no




OneDirive

). » Frey JonS. » OneDrive - Montgomery County Govemment »

i File Edit View Tools Help
Ovganize =
R Frey, Jon 5.
I AppData
. Application Data
B Contacts
@ Cookies
I Desitop
ls Downloads
ki Favorites
I IntelGraphicsProfiles
B Links
# Local Settings
k. logs
I My Documents
# My Documents
B My Music
£ My Pictures
B My Videos
2. NetHood
). New folder
& OneDrive

Include in library =

Share with =

New folder

-

il

Name

& Admin
& Everything else

& Holding

& Holding 7-16

& Office 365 Team
B49C9593-DV56-4E56-BD6E-4241 2F2AT0TE

Date medified

10/25/2016 11:20 ..

9/30/2016 2:04 PM

10/25/2016 11:20 ..
10/25/2016 11:19 ..
10/25/2016 1119 ..

10/25/2016 %15 A

£ Jon @ OneDrive - Montgomery County Govern..  9/22/2016 10:58 A

Type

File folder

File folder

File folder

File folder

File folder
849C9593-D756-4...
Internet Shortcut

Size

2w | they unclick an item and select OK the file

o Templates

7 items
-

or folder will no longer synch to OneDrive for
Business on the desktop and be removed

Selective Synch

Sync your OneDirive files to this PC

The files you sync will take up space on this PC

. Sync all files and folders in my OneDrive - Montgomery County
- Government

Sync only these folders
[7]_) Fibes not in a folder (0.1 k8)

> (] L Admin (2810 kB)

b [¥] | Everything else (1850 KB)

b [¥] |y Holdng (1.4 Ma)

b [¥] | Holdng 716 (11.9 8)

&+ [¥] | Office 365 Team (1.9 M3)

Selected: 11.9 GB
Remaining space on C: 322.4 GB
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OneDrive Selective Synch

Kl | * Frey,JonS. » OneDrive - Montgomery County Goverment »
File Edit View Tools Help

Organize v Inciude in library * Share with ~ New folder =« [1 @

R Frey,JonS. *  Name ° Date modified Type Size

}. AppData . . R .

4. Application Data :” 2:"(:";"9 ” vF e 11!:

& 10ige

: E:::: %. Holding File folder

J Deskiop & Holding 7-16 File folde

J Downloads 2 Office 365 Team 1 File folder

K Faioitis B49C9593-D756-4E56-8D6E-42412F2A7078 10/25/2016 915 A  849(9593-D756-4.. 0K8
. IntelGraphicsProfiles

# Links

#. Local Settings

). logs

I My Documents
# My Documents
# My Music

A My Pictures

B My Videos

# NetHood

. New folder

- om the OneDrive for

7=, OneDrive - Montg y County

: OneDrive for Business - Unsynced Changes B u S i n e S S

ost file

11

You local file is removed

#. PrintHood
#» Recent

» Saved Games
I Searches

#. SendTo

[ SharePoint

#. Start Menu
# Templates
, 6 items
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Saving with folders
INn N0 synch mode
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Adding to OneDrive for
Business
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OneDrive Add file in OneDrive for Business

o’ X

™

¢ File Edit View Tools Help

Organize = Include in library = Share with = New folder =z ] @
R Frey, Jon 5. *  Name Date modified Type Size
I AppData
#. Application Data
i Contacts
#. Cookies
i Deskiop
i Downloads
I Favorites
| IntelGraphicsProfiles
& Links
#. Local Settings
). logs
I My Documents
# My Documents N
B My Music
& My Pictures
B My videos
¥ NetHood
). New folder
& OneDrive
o= OneDrive - Montgomery County Government
| OneDrive for Business - Unsynced Changes

Admin 10/25/2016 11:20 .. File folder
Everything else 9/30/2016 204 PM  File folder
Holding 10/25/2006 11:20 .. File folder
Holding 7-16 10/25/2016 11:19..  File folder
Office 365 Team 10/25/2016 1119 .. File folder
£48C9593-0756-4E56-8DEE-42412F 247078 10/25/2016 %15 A 849C9593-D756-4.. 0 KB
B! Office 365 collaboration 10-24-16.xlsx 10/24/2016 405 PM  Microsoft Excel W. 28 KB

o - & O 0

10l

A file to OneDrive for Business it gets

). ostfile
e synchronized with OneDrive cloud
B Saved Games

L Searches

# SendTo

I SharePoint

#. Start Menu

#. Templates T
‘l 7 items
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OneDrive Selective Synch

/@ Files - OneDrive x

C | 8 nhttps//megov-my.sharepoint.com/personal/frey)_montgomerycountymd_gov/_layouts/15/onedrive.aspx aw O
it Apps [ Office 365 Servic: 3y TechSmith | Scre News @ Lynda #% NBC News - Bre: [ CNN - Breaking - [) CMS Content M [l 25 Mistakes to 4§ Official Ferrari v €8 Time-portrayed - [) New Tab [) 0365 Home O Il » (3 Other bookmarks

Office 365 OneDrive %

=z = = S

L Search + New v 7 Upload v &3 Sync IFSotv H O o
g P

@)

— Files 2
-

()]

v T Name Modified Modidied By File Size Sharing (]

[

el Admin 48 minutes ago Frey, JonS. A Shared o

|
el Everything else September 27 Frey, Jon S, & Shared go

el Holding September 8 Frey, Jon S. & Shared ©

" i &l Holding 7-16 July 21 Frey, Jon S. £ Shared [aa]
oug 5 C
. 63 Batch-47 &8 Office 365 Team 47 minutes ago Frey,Jon S & Shared i)
n _G3 Batch-45 d Jon @ OneDrive - Montgomery County Government September 22 Frey, Jon S, & Shared 2
©

- _G3 Batch-44 g Office 365 collaboration 10-24-16.xlsx Yesterday at L0SPM  Frey, Jon S. 280KB £ Shared |:

_G3 Batch-41 |
LN

Bl _G3 Batch-40 Drag files here to upload (o]
o™

More (]
B

It gets synchronized with £

o

OneDrive cloud

Get the OneDrive apps

Return to dassic OneDrive
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OneDrive Selective Synch add file to OneDrive Cloud

/@ Files - OneDrive x WY b =—="TLE

C | 8 hitps//megov-my.sharepoint.com/personal/frey)_montgomerycountymd_gav/_layouts/15/onedrive.aspx ayw O
it Apps [ Office 365 Servic. 3y TechSmith | Scre: [ News @ Lynda #% NBC News - Brex [ CNN - Breaking | [} CMS Content M [l 25 Mistakes to 4 % Official Ferrari w. € Time-portrayed - [) New Tab [} 0365 Home O Il » (33 Other bookmarks

Office 365 OneDrive

9
>
S
(]
P
z = - ©)
L Search + New v 7 Upload v 3 Sync I= Sort v H ® )
2 =
—
. ()]
Files v
[
Files @)
v T Name Modified Modified By File Sze Sharing |

Recent a0
el Admin About an hour ago Frey, Jon S. A Shared c
Shared with me =
5 el Everything else September 27 Frey, Jon S. # Shared Q
Discove et
p (a]
el Holding September 8 Frey, Jon S. & Shared P
o

ins 1 sl Holding 7-16 July 21 Frey, Jon S. £ Shared .
%)
. 3 Batch-47 &l Office 365 Team 49 minutes ago Frey, Jon S. £ Shared c
3 ©
—
n _G3 Batch-45 g Full Inventory 16-10-03.xlsx A few seconds ago Frey, Jon S. 477 M8 & Shared =
. _G3 Batch-44 @ Jon @ OneDrive - Montgomery Col Government September 22 Frey, Jon S. £ Shared Ll)
- -G3 Bnch 41 ai Office 365 collaboration 10-24-16.xlsx Yesterday at 1:0SPM  Frey, Jon'S. 280K8 & Shared o
(]
B
&=
o

If you place afile in

OneDrive cloud

Get the OneDrive apps

Return to classic OneDrive




OneDrive Selective Synch

- File Edit View Tools Help

o [#] | p Office 365 Team (1.9 MB)

Although the file is in
OneDrive cloud, it does not get
synchronized with OneDrive for

Business

Selected: 11.9 GB

Remaining space on C: 3224 GB

Organize Include in library = Share with = New felder =~ 0
4 | Frey, Jons. “  Name . Date modified Type Size 2
» ). AppData .
o 2. Admin 10/25/2016 11:20 .. Fille folder Q
» g Application Data i ) =
B Contacts &. Everything else 9/30/2016 204 PM  File folder >
A& Cooki &. Holding 10/25/2016 11:20 .. File folder q>)
b ookies
>0 #. Helding 7-16 10/25/2016 11:19 .. File folder (@]
' ® I:ads 2. Office 365 Team 10/25/2016 11:19 . File folder i Microsoft OneDrive = Q
B Favor E40C9503-D756-4E56-8DEE-42412F 2AT07B 10/25/2016 915 A B49C9593-D756-4.. 0 E
» ki Favorites .
i . 1 B Office 365 coflaboration 10-24-16.xlsx 10/24/2016 4:05 PM  Microsoft Excel W. 28 - . . (o)
| IntelGraphicsProfiles Syﬂc yOUr OneDrlve flleS to thIS PC Q
W Lins The fil ill tak: this PC =
t.
>l Local Settings e files you sync will take up space on this @)
L legs Synec all files and folders in my OneDrive - Montgomery County I
» I My Documents Government %D
by Documents =
‘t xm ) Sync only these folders “G—)
SIC
o B - [¥]_| Files not in a folder (4.8 MB) =
PR My e o/JA |y Admin (281.0 ¥8) m
B My Videos 5[] |y Everything else (1880 k8) (S
o gh. NetHood i ¥ |y HoMding (1.4 MB) 9
J. New folder » [7] ) Hokding 7-16 (11.9 GB) =
%)
(=
©
o
=
|
LN
(o}
o
(]
(S)
=
G
o

If staff clicks the share files box
and then OK, the files are
synchronized between OneDrive's




OneDrive Selective Synch

| . » Frey,JonS. » OneDrive - Montgomery County Government » c%
e Edit View Tools Help E
ganize v Inciude in library « Share with » New folder =- 1 @ g
R Frey, JonS. = Name ° Date modified Type Size o
). AppData (]
App[ tion Dita 2. Admin 10/25/2016 11:20 File folder >
ication Da: - —
i cppmns & Everything else 9/ 6204PM  File folder 5
on
7 %. Holding 10/25/2016 11:20 File folder ro3)
Cookies
i &. Holding 7-16 10/25/2016 11:19 File folde o
Desktoj
k Do I:ad 2. Office 365 Team 10/25/2016 11:19 .. File folder @)
wnloads
% Favorit 849C9593-D756-4E56-8D6E-42412F2A7078 5 6 849(9593-D756-4.. 0K8 I
. Favorites 5
L IntelGraphicsProfi © Full Inventory 16-10-03.xsx Microsoft Excel W, 4,888 KB %D
elGraphicsProfiles <
B Links & Jon @ OneDri lontgomery County Govern... 016 10:58 A [nternet Shortcut 1KB G
i
3. Local Settings % Office 365 collaboration 10-24-16.xsx 16405 PM  Microsoft Excel W. 28K8B GCJ
i
[an]
). logs

I My Documents

# My Documents

# My Music

& My Pictures

B My Videos

# NetHood

| New folder

& OneDrive

Z_ OneDrive - Montg

& OneDrive for Business

vl e All files are now available and
synchronized between OneDrives

tH

County

(%]
c
©
—
—
I
LN
O
o
[}
2
&=
@)

#. PrintHood
#» Recent

#» Saved Games
I Searches

#. SendTo

& SharePoint

# . Start Menu
" 9 items




Sharing / Unsharring
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Sharing OneDirive Cloud

" Files - OneDrive x W =2 [T =X
< C | & https://mcgov-my.sharepoint.com/personal/freyj_ montgomerycountymd_gov/_layouts/15/onedrive.aspx Qaw| @ :
i Apps B Office 365 Services - | 3y TechSmith | Screenca )] News & Lynda # NBC News - Breakinc  [B3] CNN - Breaking Nev » Other bookmarks

22 Office 365 OneDrive

L search + New - 7 Upload ~ £ Sync I= sort~ H ®
FN -
v T Name Modified Modified By File Size Sharing
Frey, Jon S.
Files el Admin Yesterday at 8... Frey, JonS. & Shared
Recent gl Everything else September 27 Frey, Jon S. A Shared
Shared with me el Holding September 8 Frey, Jon S. £ Shared
Discover gl Holding 7-16 July 21 Frey, JonS. £ Shared
Recvcle bin ’
Recycle bin el Office 365 Team Yesterday at 8... Frey, JonS. & Shared
Groups » g Document.docx Yesterday at 1... Frey, JonS. 10.7 KB &£ Shared
. SO 47 g Full Inventory 16-10-03.xIsx Yesterday at 8... Frey, Jon S. 477 MB £ Shared
n _G3 Batch-45 . S
@' Jon @ OneDrive - Montgomery C... September 22  Frey, Jon S. £ Shared
Ll _G3 Batch-44
gi| Office 365 collaboration 10-24-16... -** Monday at 1:05... Frey, JonS. 280KB & Only you

_ 0
n _G3 Batch-40

Drag files here to upload

Get the OneDrive apps

> All files loaded or saved into OneDrive Y

are only shared with the owner
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Sharing OneDirive Cloud

" Files - OneDrive X

& C | & https://mcgov-my.sharepoint.com/personal/freyj montgomerycountymd_gov/_layouts/15/onedrive.aspx Qx| Q
3% Apps ﬂ Office 365 Services - Q TechSmith | Screenca u News & Lynda #% NBC News - Breakinc CNN - Breaking New » Other bookmarks

Office 365 OneDrive

=
Q
>
S
g
L Search @) Open ~ ) Share @ Getalink 4 Download [i] Delete  --- 1 selected X ® (@)
(0]
- =
| -
' o - . " ' X Sharing %
Frey. Jons. Share 'Office 365 collaboration 10-24-16 c
Files & Shared C|>
8 Only shared with you o
Recent £ Shared f::
Invite people Frey, Jon S. k3]
Shared with me Owner & Shared =
Ger a link =
Discover £ Shared o
Shared with =
Recycle bin # Shared Z
[
Groups -+ £ Shared =
|
: LN
B G3 Batch-47 X gr— o
n _G3 Batch-45 STOP SHARI EMAIL EVERYONE ~ ADVANCED 2
A Shared O
Ll G3 Batch-44 | &
| | eguwe 2
B G3 Batch-41 '
Gl G3 Batch-40 )
Drag files here to upload
More

Get the OneDrive apps

By clicking on the

sharing status the
sharing window opens




Sharing OneDirive Cloud

an X

" Files - OneDrive X

< C | @ https://mcgov-my.sharepoint.com/personal/freyj_ montgomerycountymd_gov/_layouts/15/onedrive.aspx Qx|

% Apps @ Office 365 Services - - 2y TechSmiss ag New » Other bookmarks

S
Office 365 OneDrive 2
z
£ search @3 Open v 1 selected X ® o
(]
= 2
' fa
Shari
Frey, JonS. : " 5 ) . X aring GC"
Share 'Office 365 collaboration 10-24-16 o
Fil & Shared
les |
a8 Only shared with you oo
Recent £ Shared =
@
Shared with me Invite people Enter a name or email address [ Canedit ¥ gty c:ﬂ
. Get 2 link . [
Discover Geta P TE—— e S
s
Recvcle bi Shared with il
Recycle bin g 3
S
Groups + - a &£ Shared I
¥ Require sign-in
. _G3 Batch-47 ! 4 - ; £ @
@ Send an email invitation Shared =
n _G3 Batch-45 )
& Shared :__)
n _G3 Batch-44 Share ES
& Only you
- _G3 Batch-41
n _G3 Batch-40 )
Drag files here to upload
More

0]

tther require the recipient to sign in to review or not!
Choose to not have the email sent to those shared that has a link to the
document/site
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Sharing OneDrive Cl

" Files - OneDrive X = =" S
€= C | & https://mcgov-my.sharepoint.com/personal/freyj montgomerycountymd_gov/_layouts/15/onedrive.aspx [ON «¢ ‘ o
5 Apps ﬂb Office 365 Services - Q TechSmith | Screenca ﬂ News 8 Lynda s NBC News - Breakinc CNN - Breaking New » Other bookmarks
=
: ; 9
@z Office 365 OneDrive >
]
>
£ Search @ Open ~ () Share @ Getalink  Download [i Delete  --- 1selected X ® %
>
- 5
, 3]
Frey, JonS. : ; - = - X Sharing o
Share 'Office 365 collaboration 10-24-16 ©
: £ Shared I
Files N
[ Only shared with you &f c
Recent Shared =
Shared with me N peopie bradis ‘ [ Sanvadt 7 & Shared B
: c
Discover Get 3 link Q 0365Webinarl | : Bk :g
Moo (%)
Recycle bin Shired with =
4 Q 0365Webinar2 & Shared £
s
Groups + el ! & Shared |
; )
365Webinar3 =
. _G3 Batch-47 & Shared 2
n _G3 Batch-45 . 2
0365Webinar4 A& Shared =
- _G3 Batch-44 | Share ©
! & Only you
_G3 Batch-41 |
- _G3 Batch-40 )
Drag files here to upload
More

When staff starts typing the email
address of those you want to
share with and the system will

Staff may also enter external

email addresses to share with
non-MCG individuals

[41])

offer suggestions




Sharing OneDirive Cloud

" Files - OneDrive

¢« C | @ https://mcgov-my.sharepoint.com/personal/freyj montgomerycountymd_gov/_layouts/15/onedrive.aspx
% Apps @ Office 365 Services - - 3y TechSmith | Screenca )] News & Lynda  #% NBC News - Breakinc  [E] CNN - Breaking New »

it Office 365 OneDrive

=
2
Z
9]
>
o
L Search @ Open v () Share @ Getalink \ Download [i] Delete  --- 1selected X ® 2
—
()
S (]
c
Sharing ©)
Frey,JonS. ALE 5 i A A X I
Share 'Office 365 collaboration 10-24-16 a0
: & Shared =
Files a b=
Only shared with yo! =
Recent g e & Shared @
5 =
Shared with me Invite people 0 0365Webinarl % | | Can edit '7 R Shared :g
(%]
Discover e & Shared &
Charan - =
Recycle bin o R [
Shared
3
Groups + & Shared ?
ke ke,
B Gisatchar ¥ Require sign-in ” =
¥ Send an email invitation Shared @)
n _G3 Batch-45 &
hared
W G3Batch-44 | :
| l & Only you
O G3 Batch-41 '
M G3 Batch-40 )
Drag files here to upload
More
Getthe OneDrive apps When you select from the choice list the { J

system will fill in the name




Sharing OneDirive Cloud

" Files - OneDrive X

&« C | & https://mcgov-my.sharepoint.com/personal/freyj_ montgomerycountymd_gov/_layouts/15/onedrive.aspx Qv Q
% Apps @ Office 365 Services -

3 TechSmith | Screenca [ News &) Lynda  #% NBC News - Breakinc  [l] CNN - Breaking New

it Office 365 OneDrive

S
g
>
L —
]
>
o
L Search @ Open v () Share @ Getalink { Download [i] Delete  --- 1selected X g
S
- 7]
c
. X Sharing @)
Frey, Jon S. (AL - 7 1 : I
Share 'Office 365 collaboration 10-24-16 a0
: & Shared c
Files &=
EI Only shared with you & GC.)
Recent Shared =
G Invite people 8 0365Webinarl x S
Shared with me "z £ Shared 2
. Get 3 link ‘»
Discover i e ————— Canview | 2 Shared =
DA g Shared with o . =
Recycle bin & Shared I
9
Groups + " £ Shared )
o g )
W G5 Batch-47 @ Require sign-in & s =
@ Send an email invitation oed o
n _G3 Batch-45
2 Shared
Ll _G3 Batch-44 |
| & Only you
W G3 Batch-41 ‘

Staff can select whether the recipients can
> edit the document or only view

Get the OneDrive apps

4]




Sharing OneDirive Cloud

" Files - OneDrive “ X WY

(S C | & https://mcgov-my.sharepoint.com/personal/freyj montgomerycountymd_gov/_layouts/15/onedrive.aspx Qw| D : >
e : ) ) : ; )
i Apps ﬂ Office 365 Services - Q TechSmith | Screenca ﬂ News 8 Lynda #% NBC News - Breakinc H CNN - Breaking New » E
' 2
#i  Office365 = OneDrive e
2
—
L Search @ Open v () Share @ Getalink 4 Download Delete - 1selected X ® =
c
a A o
|
foas, oG v T Name Modified Modified By File Size Sharing %D
=
; el Admin Yesterday at 8... Frey, JonS. & Shared -G;J
Files o)
Recent gl Everything else September 27 Frey, Jon S. & Shared 6
=
(%)
Shared with me gl Holding September 8 Frey, JonS. £ Shared =
—
|_
Discover gl Holding 7-16 July 21 Frey, Jon S. A Shared |
LN
Recvcle bi .
Recycle bin gl Office 365 Team Yesterday at 8... Frey, JonS. & Shared %
)
(&)
Groups = g Document.docx Yesterday at ... Frey, Jon S. 10.7KB & Shared &
o
| -G Batch-47 gi Full Inventory 16-10-03.xIsx Yesterday at 8... Frey, Jon S. 477 MB & Shared
n _G3 Batch-45 .
@' Jon @ OneDrive - Montgomery C... September 22 Frey, Jon S. & Shared
Ll _G3 Batch-44
@ o Office 365 collaboration 10-24-16..  Monday at 105... Frey, JonS. 280KB £ 0365Webinarl
il _G3 Batch-41
n _G3 Batch-40 )
Drag files here to
More

Get the OneDrive apps Once shared the file indicate reflects it




Sharing OneDirive Cloud

Frey, Jon S. has shared "Office 365 collaboration 10-24-16" - Message (HTML)

Q Tell me what you want to do

fixIgnore x D ﬁ‘_@ [:E .I:"INewemailto:. F]Self—Sewciecal... ' Voo & E 9 ==| |" % D' Q

=7 G3 Cross Sectio... #8100 HOT Items

‘,& Junk~ Delete Archive Reply Reply Fomrard - =9 Team Email v Done B Move - As§|gn Mark Categorize Follow Translate i Zoom
Al L - Policy ~ Unread - Up~ -
Delete Respond Quick Steps f Move Tags fa Editing Zoom A
Frey, Jon S. 0365Webinar1; M Frey, Jon S. = 7:44 PM
Frey, Jon S. has shared 'Office 365 collaboration 10-24-16' o

Here's the document that Frey, Jon S. shared with you.

Open Office 365 collaboration 10-24-16.xIsx
See more related to Frey, Jon S. in Delve. \

Get the OneDrive mobile app! Available for " [ 4 s

Once shared, if email notification is chosen an

email with a link back to the document is sent
to all who are shared with.
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Unsharring
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Unsharring OneDirive Cloud

" Files - OneDrive

< C | & https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/onedrive.aspx
% Apps @ Office 365 Services - | 3 TechSmith | Screenca ] News &) Lynda  # NBC News - Breakinc [l CNN - Breaking New »

it Office 365 OneDrive

L Search @ Open ~ ) Share @ Getalink  Download [i] Delete  --- 1selected X ®

X Sharing

Frey Jon S. Share 'Office 365 collaboration 10-24-16'

: &£
Files Shared

Staff would then
select STOP SHARING

Shared with O365Webinarl

Recent

Invite people Frey, Jon S.
Shared with me Owner

Get a link
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Discover ) Bl
s Q 0365Webinarl
Recycle bin wms J Can Edit / o
Groups - g
. _G3 Batch-47 B
n _G3 Batch-45 STOPSHARING EMAIL EVERYONE ADVANCED
£ Shared
(N G3 Batch-44 [
' [ £ 0365Webinarl
n _G3 Batch-41 |
n _G3 Batch-40 ‘
Drag files here t
More
Get the OneDrive apps ( 47 J
\o

By clicking on the sharing status

indicator the sharing window will
appear




OneDrive cloud Uploading Data

" Files - OneDrive

< C | @& https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/onedrive.aspx

i Apps @ Office 365 Services - Q TechSmith | Screenca ﬂ News & Lynda % NBC News - Breakinc CNN - Breaking New

it Office 365 OneDrive

L Search @ Getalink | Download
- Staff would then select Stop Sharing.
Frey, Jon S.
Files Note: If sharing is stopped all those shared with will
Recent have sharing stopped

£ Shared

Shared with me el He

Stop sharing?

Discover He . : . S

o We will disable any guest links and remgve all users from the file e
Recycle bin o Of except you and any other owners. Rishared
Groups ¥ g Do Stop sharing Cancel 0.7k8 ' Shared
. Lol i R o R e S 77 M8 & Shared
n _G3 Batch-45 . :

@ Jon @ OneDrive - Montgomery C... September22  Frey, JonS. & Shared
- _G3 Batch-44

° g Office 365 collaboration 10-24-16... Monday at 1:05... Frey, JonS. 280KB £ 0365Webinarl
. _G3 Batch-41
Gl _G3 Batch-40 )
Drag files here to upload

More
Get the OneDrive apps
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OneDrive cloud Uploading Data

" Files - OneDrive X W

& C | @ https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/onedrive.aspx
% Apps @ Office 365 Services - - 3y TechSmith | Screenca [} News & Lynda #% NBC News - Breakinc [ CNN - Breaking New »

it Office 365 OneDrive

=
2
2
(]
P
o
g
L Search @ Open v ) Share @ Getalink . Download [i] Delete  --- 1selected X ® =
N e
: o
1 o -~ . ' X Sharing I
Frey. Jon'S. Share 'Office 365 collaboration 10-24-16 &
: & Shared S
Files =) Only shared with you c:ﬂ
Recent # Shared s
Invite people Frey, Jon S. =
Shared with me Owner o Shared 2
Get a link ©
Discover & Shared =
Shared with |
Recrvcrle
\\.C/CC blr‘ @ Shared @
o™
Groups + & Shared S
=
(M _G3 Batch-47 &£ Shared o
n 63 Batch-45 STOP SHARING  EMAIL EVERYONE  ADVANCED
& Shared
n _G3 Batch-44 |
| [ & Only you
W G3 Batch-41 '
Gl _G3 Batch-40
Drag files\here to upload
More o a . . 49
After sharing is stopped the system will display
Get the OneDrive apps

the shared with screen to confirm sharing is
stopped for all




OneDrive cloud

" Files - OneDrive

Uploading Data

< C | & https://mcgov-my.sharepoint.com/personal/freyj_ montgomerycountymd_gov/_layouts/15/onedrive.aspx Qv @ :
% Apps @ Office 365 Services - - 3y TechSmith | Screenca [ News & Lynda  #% NBC News - Breakinc CNN - Breaking New » .
1}
i Office 365 OneDrive >
5
£ Search @ Open v () Share @ Getalink . Download [i] Delete 1 selected X ® v
s ~ 5
[}
v T Name Modified Modified By File Size Sharing c
Frey, Jon S. @)
: i ... Frey, ) £ I
Files e Admin Yesterday at 8 rey, Jon S Shared %D
Recent il Everything else September 27 Frey, Jon S. &£ Shared E
—
o
Shared with me gl Holding September 8 Frey, Jon S. £ Shared g
v 2
Discover gl Holding 7-16 July 21 Frey, Jon S. & Shared a
. ©
R vele y
Recycle bin el Office 365 Team Yesterday at 8... Frey, JonS. & Shared =
|
Groups =+ g9 Document.docx Yesterday at 1... Frey, Jon S. 107 KB & Shared L
™
Lol g: Full Inventory 16-10-03.xlsx Yesterday at 8... Frey, JonS. 477 M8 &£ Shared g
n _G3 Batch-45 ) ) &=
g’ Jon @ OneDrive - Montgomery C... September 22 Frey, JonS. £ Shared O
n _G3 Batch-44
@ o Office 365 collaboration 10-24-16..  Monday at 105... Frey, JonS. 280KB & Only you

Drag files here to upload

Get the OneDrive apps

. Once sharing has been stopped the sharing -

indicator will reflect the change
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OneDrive llegal Characters / File Types

Invalid file or folder name characters

If a file or folder you're trying to upload to OneDrive for Business contains any of the characters listed below, rename
the file or folder to remove these characters. The list of invalid characters is different on Office 365 and SharePoint
2013.

INVALID FILE OR FOLDER NAME CHARACTERS IM Invalid file or folder name characters in OneDrive for
OMEDRIVE FOR BUSIMESS OM OFFICE 365 Business on SharePoint 2013

%K< 7/ "#%&t:{:.?ﬁ@.

Invalid or blocked file types
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You can't upload OneMote files, or files with a *.tmp or *.ds_store extension. Additionally, you can't upload
desktop.ini, thumbs.db, or ehthumbs.db.

Additionally, you can't upload types of files that are blocked on the SharePoint site. If your arganization is running
SharePoint Server, the list of blocked files may vary depending on what your administrator sets up. If vour
arganization is running >harePoint Online, the default list of blocked files is fixed and can't be changed. To see a list
of the default blocked files, see Types of files that cannot be added to a list or library.

For more information about restrictions and limitations, like size limits for syncing files, and character limits for files
and folders, see Restrictions and limitations when you sync SharePoint libraries to your computer through OneDrive
for Business
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OneDrive online Trying to save with illegal character
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If staff tries to save a file to
OneDrive online which has

an illegal character in the
name the system will error.
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Dragging files with illegal
characters into OneDrive
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OneDrive online Trying to save with illegal character

@ OneDrive for Busin: x Y% 2 o
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i Apps [ Office 365 Servic: 3y TechSmith | Scre: [ News @ Lynda # NBC News - Bre: [ CNN - Breaking | [) CMS Content M. [l 25 Mistakes to & Official Ferrari v €8 Time-portrayed - [) New Tab [} 0365 Home O Il » (33 Other bookmarks
#  Office365 =~ OneDrive :
p ; OneDrive @ Montgomery County Government
Documents
Recent

Shared with me Welcome to OneDrive @ Montgomery County Government, the place to store, sync, and share your work. Documents are private until shared. Learn more here. Dismiss
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Followed I

I mpl fail ISMISS
S B Upload completed (0 added, 1 failed) Dismi %D
Recycle bin v D Name Modified Sharing Modified By ‘-5
: 5 s . P =
O Fievith Tlegal# Nameasx Cle names can't contain the following characters: " ? < > #%/ =
A (S
Groups Admin v Aboutanhdurago 8% Shared Frey, Jon S, o
jras}
. _G3 Batch-47 Everything else we September 2 & Shared Frey, Jon S. 8
©
e s v

n 63 Bach 45 Holding September 8 & Shared Frey, Jon S. I:

Holding 7-16 oo July 21 8% Shared Frey, Jon S. I
_G3 Batch-44 )
Office 365 Team wo Aboutanhourago \ &% Shared Frey, Jon S. ©
El _G3 Batch-41 o
. i @5 Full Inventory 16-10-03 % e 5 minutes ago & Shared  Frey, Jon S, 8
-G3 Batch-40 @) Jon @ OneDrive - Montgomery County Government s+ September 22 Shared  Frey, Jon S. &=
o

@) Office 365 collaboratio

More

If staff tries to save a file to OneDrive
online which has an illegal character in

the name the system will error and not
save the file.




OneDrive for Business

Trying to save with illegal character

o X

(el | » Computer » OSDisk(C) » Users » Frey) » OneDrive - Montgomery County Govemment » v 4y fiseacn. P

File Edit View Tools Help

Organize~ [ Open ~  Sharewith~  Print  E-mail  New folder E- ] @
# My Documents *  Name : Date modified Type Size
Music
gl : 2. Admin 10/25/201611:20...  File folder
A My Pictures 3
& Everything else 9/30/2016 204 PM  File folder
B My Videos
% Holding File folder
b0l & Holding 7-16 File fold
0| - 2 folder
). New folder L) ile folde
) 2. Office 365 Team File folder
& OneDrive 3
2 849C9593-D756-4E56-8D6E-42412F2A7078 849€9593-D756-4 0K8
@ OneDrive - Montgomery County T
x 2 B File with illegal# namexisx 10/17/2016 354 A..  Microsoft Excel W. 20K8
J. OneDrive for Business - Unsynced Changes - — A3 V
N ot & Full Inventoyy'16-10-03.xdsx 10/25/2016 11:57 . Microsoft Excel W. 4888K8
ost file
& Jon @ OndDrive - M g y County G 9/22/2016 10:58 A..  Internet Shortcut 1K8
. PrintHood
. 5 collaboration 10-24-16.xlsx 16405PM  Microsoft Excel W. 28K
#» Recent
# Saved Games
. Searches
#. SendTo
& SharePoint
#. Start Menu
# Templates
W& Computer
<§ 0SDisk (C) [
g SRecycipes

If staff tries to save a file to
OneDrive online which has
an illegal character in the
name the system will error.

ProgramData

Recovery
File with illegal# namexisx  Title: Add a title
Microsoft Excel Worksheet  Authors: Add an author

-

Size: 192 KB
Date modified: 10/17/2016 9:54 AM

Tags: Add atag

Content status: Add text 0 An item couldn’t be uploaded. Q X |ate created: 10/25/2016 12:07 PM
Categories: Add a category

Content type: Add text Click for riare info:
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OneDrive Versions — OneDrive Cloud
b [T — p—— .

File FEdit View Favorites Tools Help
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OneDrive

Biopen v € Share ¥ Download @ Getalink [l Delete [ Copyto Moveto [ Rename  w 15elected X (D)
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Files
v ame . — S e -
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B GenWP1l6 . .
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OneDrive Versions — OneDrive Cloud

e‘ B3 % hittps://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/onedrive.aspx & Files - OneDrive X
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Files b=
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E Al Other e September4, 2015 Frey, Jon 5. 2 Shared o
2
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=
B GenWP1-18 o January 21 Frey, Jon &, & Shared |
oo
EH  GenWIP12-15 e January 21 Frey, Jon . A Shared [ o
Y
Notebooks o December 30, 2015 Frey, Jon &, & Shared 9
e
. [aa]
B Quick Steps Video - Copy = December 16, 2015 Frey, Jon 5. & Shared
(=
K SharePoint - Base rollout docs we January 21 Frey, Jon 5. 2A Shared g
. 7))
Ei  sharePoint Development Projects s January 21 Frey, Jon . &4 Shared =
T
H WP 11-12-15 s January 21 Frey, Jon 5. =
0 85 SharePoint (r=s-=tv-nmmim=tesi= o February 9 Frey, Jon . 1584 KB |
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Open in Excel Online L = o0
: N Version History g
Open In Excel =
@]

Share
Get alink
Rename
Delete
Copy to
Move to
Details

Version History




OneDrive Versions — OneDrive Cloud

7 Files - OneDrive X
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A Groups + 200 2/9/2016 419 AM Frey, Jon S, 159K8
?’,# _0365Test Group B GenWP121s 190 2/9/2016 4:04 AM Frey, Jon S, 159KB
O _Groups Guideline., Bl Notebooks 180 2/2/2016 10:49 AM Frey, Jon 5. 16K8
q . (%]
° _DT5 Office 365 u Quick Steps Video - Copy 170 1/14/2016 6:43 AM Frey, Jon S, 16KB c
©
SharePoint - Base rollout de 0 1/14/2016 630 AM g, Jon 5. 16K8 lt
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140 178/2016 81 AM Frey, Jon S, 156K8 £
H WP 11-12-15 =
130 1/8/2016 718 AM Frey, Jon &, 157 KB
0 @  SharePoint Contacts;Projec| 8
120 12/16/2015[8:56 AM Frey, Jon S, 157K8 =
G
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OneDrive Versions — OneDrive Cloud

1 Files - OneDrive X
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Comparing Versions Start from document library

=2 Office 365 SharePoint

BROWSE ‘ FILES  LIBRARY ‘
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Home @ New ﬁ Upload c Sync ,.'I Share More V

Batch Management R Bk oo Find a file 0

Reference

T v [ Name Modified Modified By

Focont @5 DTS Staff annoucement e April 20 ® Klinger, Dieter
Archives @7 G3 Engagement Status «« Wednesday at 1:52 PM M Frey, Jon S.
Other Docs @5 G3 Transition Plan (3-17-16) e April 25 M Frey, JonS.

Recycle Bin @5 Office 365 G3 Transition Update 1 (6-3-16) «+ Yesterday at 408 PM M Klinger, Dieter
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Word Online

G3 Transition Office 365 G3 Transition Update 1 (6-3-16) /‘ Edit Document ~ @ p

Office 365
Office 365 G3 transition

Update #1 (6-3-2016)

Introduction

Since the Office 365 G3 transition project announcement on March 4, 2016 a number of things have
been happening to get the project moving into a production state and to operate a regular schedule for
processing groups of machines through the transition activities.

o Wereleased the transition plan and began the process of engaging individual department IT into
the transition activities. We have processed 24 batches so far.

* We gained an understanding of key factors we need to work on to ensure the transitions take
place, primarily:
o Machine must be available (i.e. laptops need to be docked)
o Machine must be ON
o Machine MUST NOT be sleeping
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e We have developed support documents and instructions for those staff that experience small
transition canfusion (such as requesting validation). And a process for addressing larger
remediation’s (should a script fail part way through)

¢ We have completed roughly 25% of what we set out to do.
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Comparing Versions Open in desktop Word

Design  Layout References  Mailings  Review  View

B ¥ Cut § | —— . LOFind ~
De. - Calibri (Body *|11 ~| A A | Aa~ | fp i=-i=- 'z~ 5L T | asBbcend| AaBbcedd AaBDCc AsBbCl AQ B AsBbced AaBbCedd AdBbCcDd AasbccDd MaBhCeDe AaBbCcDA g h .
Copy T vac

Paste . 2 A\ . b === . = - . a " -~

; o Format Painter B I U-abex,x [A~°% A SEE= = | E . . T Normal | T No Spac.. Headingl Heading 2 Title Subtitle  Subtle Em.. Emphasis Intense E... Strong Quote = [} Select~

Clipboard ! Font fu Paragraph £l Styles & Editing ~
Office 365
Office 365 G3 transition

Update #1 (6-3-2016)

Introduction

Since the Office 365 G3 transition project announcement on March 4, 2016 a number of things have
been happening to get the project moving into a production state and to operate a regular schedule for
processing groups of machines through the transition activities.
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e We released the transition plan and began the process of engaging individual department IT into
the transition activities. We have processed 24 batches so far.
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Comparing Versions

File Home Insert

ABC

—T- ABC
v [El

Select Compare from Review tab

Design Layout References Mailings

" e o x €« = =& B8 simple Markup
a = =p =
;D % A LV:] E &1 [Z] Show Markup ~

. g::vaious &@ D @

zlling & Thesaurus Word =~ Smart  Translate Language New Delete Previous \Next Show Track 5] Reviewi Accept Reject Compare  Block Restrict  Linked
ammar Count  Lookup o < Comment Comments Changes ~ Reviewing Pane < o o Authors ~ Editing Notes
Proofing Insights Language Comments Tracking [F1 Changes ﬁ!ﬂ Major Version
- &

Compare this document with the last
major version published on the server
i7]tz| Last Version

Compare this document with the last
version saved on the server.

Review Tab

3] Specific Version...

Compare this document with a
specific version saved on the server.

Compare

(_ Compare...
Compare two versions of a document
(legal blackline).

EFE Combine...

Combine revisions from multiple
authors into a single document.

Office 365
Office 365 G3 transition

Update #1 (6-3-2016)

Introduction

Since the Office 365 G3 transition project announcement on March 4, 2016 a number of things hav
been happening to get the project moving into a production state and to operate a regular schedul
processing groups of machines through the transition activities.

o We released the transition plan and began the process of engaging individual department |
the transition activities. We have processed 24 batches so far.
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Comparing Versions Choose any version

Home Insert Design Layout References Mailings Review y T€e you dc
ABC [; I ABC ﬁ) a@ G -L'.j x & - E Eh' 18 simple Markup - € Previous I"jl & I—‘—\ Ea
V & A v =4 [£) Show Markup ~ B Next © L (]
elling & Thesaurus Word Smart Translate Language New Delete Previous Next Show Track [5] Reviewing P . Accept Reject Compare Block Restrict Linked
ammar Count Lookup > ~ Comment Comments Changes ~ ENIEWING ' ane = " it Authors ~ Editing Notes
Proofing Insights Language Comments Tracking ~ Changes Compare Protect OneNote

Versions saved for Office 365 G3 Transition Update 1 (6-3-16)docx i/ S

Versions saved to: https://mcgov.sharepoint.com/team: 3tran/Shared ments/Communication:

No. Modified ¥ Modified By Size Comments
9.0 6/2/2016 4:08 PM  Klinger, Dieter 3099 KB
8.0 6/1/2016 3:46 PM  Frey, Jon S. 312 KB

6/1/2016 3:46 PM Frey, Jon S. 3098 KB

6/1/2016 3:46 PM  Frey, Jon S. 309.8 KB

6/1/2016 3:46 PM  Frey, Jon S. 309.6 KB

6/1/2016 3:33 PM  Frey, Jon S. 309.4 KB
6/1/2016 3:23 PM  Frey, Jon S. 309.4 KB
6/1/2016 3:05 PM Frey, Jon S. 308.8 KB
6/1/2016 2:53 PM  Frey, Jon S. 309.6 KB

Introduction

Since the Office 365 G3 transition project announcement on March 4, 2016 a number of things hav
been happening to get the project moving into a production state and to operate a regular schedul
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processing groups of machines through the transition activities.

e We released the transition plan and began the process of engaging individual department |
the transition activities. We have processed 24 batches so far.




Comparing Versions

H

File Home  Insert  Design

Spelling & Thesaurus Word

Grammar Count  Lookup
Proofing Insights

Revisions

v 40 revisions
Insertions: 19
Deletions: 18
Moves: 0
Formatting: 3
Comments: 0

Changes since 7.0 Inserted
activities.

Changes since 7.0 Deleted
process..

Changes since 7.0 Formatted
Normal

Changes since 7.0 Deleted
We have been

performing Cross

Sectional testing with a
number of departments
and from it are able to
increase the rate that
groups move based on no

issues with that

particular confi%uratinn

(i.e. Office 20077.

Changes since 7.0 Inserted

Changes since 7.0 Formatted
Font: 14 pt. Underline

1681 words  [[4

Layout

P &

2

References  Mailings [EREIET View

-'l E Show Markup ~ — -ﬁ Next

Smart Translate Language ~ New De lext  Show Track 5 Reewing Pa Accept Reject Compare
- - Comment Comments Changes - 2l LS - - -
Language Comments Tracking & Changes Compare
Compared Document
X T T T T DT T e

transition activities. We have processed 24 batches so far.

* We gained an understanding of key factors we need to work on to ensure the transitions take place,
primarily:
o Machine must be available (i.e. laptops need to be docked)
o Machine must be ON
o Machine MUST NOT be sleeping

* We have developed support documents and instructions for those staff that experience small transition
confusion (such as requesting validation). And a process for addressing larger remediation’s (should a script
fail part way through)

*  We have completed roughly 25% of what we set out to do.

e We are processing two batches a week with hundreds of machines in each batch. We have transitioned
thousands of machines and experienced few failures and little surge to the help desk.

® The web site and transition briefings are easing the staff movement to the Office 365 G3 environment and
the counts of Office 2003 identified elements is reducing.

Even though we have reduced the risk from 3,200 instances or traces of Office 2003 to 2,500 there is still quite a

way to go!

But we need to pick up the pace!

Don't wait to transition shared machines

With recent communications regarding the risk related to Office 2003 and the 1 September date for action related
to it, we need to redouble our efforts to move those machines as early as possible in the cycle. We've also noticed
| that there are many cases of Office 2003 on shared machines. The shared machines need to be transition so their

Ll';] E ;_—. B3 Simple Markup ~ ~ T/— x— ¥ Previous j

X

Compare Windows Open

iy

Restrict  Linked
Editing Notes

OneNote ~

Qriginal Document (Office 365 G3 Transition Update 1 (6-3-16).docx, version 7.0: 6/1/21 X

engaging individual department IT into the transition activities.
We have processed 24 batches so far.

We gained an understanding of key factors we need to work on
to ensure the transitions take place, primarily:
o Machine must be available (i.e. laptops need to be
docked)
o Machine must be ON
o Machine MUST NOT be sleeping

We have been performing Cross Sectional testing with a number
of departments and from it are able to increase the rate that
groups move based on no issues with that particular
configuration (i.e. Office 2007).

Revised Document (Office 365 G3 Transition Update 1 (6-3-16).docx) x

engaging individual department IT into the transition activities.
We have processed 24 batches so far.

We gained an understanding of key factors we need to work on
to ensure the transitions take place, primarily:
o Machine must be available (i.e. laptops need to be
docked)
o Machine must be ON
o Machine MUST NOT be sleeping

We have developed support documents and instructions for
those staff that experience small transition confusion (such as
requesting validation). And a process for addressing larger
remediation’s (should a script fail part way through)
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Office 365
Office 365 G3 transition

Update #1 (6-3-2016)

Introduction

| Since the Office 365 G3 transition project announcement on March 4, 2016 a number of things have
been happening to get the project moving into a production state and to operate a regular schedule for
| processing groups of machines through the transition activities.

¢ We released the transition plan and began the process of engaging individual department IT into
the transition activities. We have processed 24 batches so far.
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e We gained an understanding of key factors we need to work on to ensure the transitions take
place, primarily:

o Machine must be available (i.e. laptops need to be docked)
o Machine must be ON
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Data Recycling Process
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OneDrive Office 365 Data recycling process

When files / emails are deleted they are placed into the
recycle bin in Office 365.

The first stop is the phase 1 recycle bin which the user can
access and remove them from. The file / emails reside in
that recycle bin for 30 days

After the first 30 days recycled files are moved into the
phase 2 recycle bin where they will reside for 62 more days.
During that timeframe the files / emails are still retrievable
but only by DTS IT staft.
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After the full 92 day recycle
period the files become
unavailable forever as the space
in which they were stored is
erased and over written with
other data
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